DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-142

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/Unit
City of Frederick Office of the Mayor/Public Information
Ofc
Item No Description Retention
/ Department correspondence Screen annually. Destroy

2 External correspondence

3 Alphabetical files

material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Approved by Department, Agency or Division Representative
Date AN Ql

signaturé— 7D Q0

Type Name%jo_c\\\m. EleN Y

Title  Pod\ic S ofoorrartan Q\\‘\?‘\KQ‘\V

Schedule Authorized by State Archivist
Date 0CT 22 2001

Signat
igna ‘"’M,‘




DEPARTMENT OF GENERAL SERVICES Schedule No. M-162
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET) Page 2 of 3
Item No Description Retention
(/ Budget Retain for 2 years, then destroy
5 Press releases Retain for 2 years, then destroy
é Media files Screen annually. Destroy

material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Wi Speeches Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

J/ Project files Screen annually. Destroy

material having no further fiscal,
legal or operational value.
.Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

? Personnel files — copies Transfer originals immediately
to HR. Retain copies until
employee terminates, then
destroy.

/[ O Information requests Retain for 3 years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-16&2

(CONTINUATION SHEET) Page 3 of 3
Item No Description Retention
/ / Manuals/References Retain until updated or
superseded, then destroy




INSTRUGTIONS -- TYPE OR PIUNT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. 'fORWARD WITH RECORDS RETENTION
SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727% WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

——— ]

iCiby of Freder

il

3. UNt

Jpbiec,

/ 0
‘\9/1 /6"! )»;1,,.1 4 Cﬁ%/"{o;

———

DEFINITION - Records Serles - A group of related records normally filed and uved ss s unit for referance s

well as retention and dispesition purpoeas,

4. RECORD SERIES TITLE

5. EARLIEST YEAR ) LATETEST YEAR

/ 777 10,2400

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalionvdocumentsiiorms found in the Series. Include the puipose or funclion of the Senes)

%@w’", ﬁ/aﬂmn\@, /OW‘L(O, [AdideaWicho, £2e, .

7. RECORD SERIES FORMAT(S)

O Lelter Size o Microlim

O Legal Size o Computer Tape
0 Bound Book O Floppy Qisk
O Audio Tape 0 Video Tape

© Other (Spectly)

8. RECORD SERIES SEQUENCE

a

Alphabetical

a

Numerical

a

Chtonologicat

Geographical

o

Other (Specily)

9. VOLUME
O File Diawer(s)
O Microfilm Reel (s)
O Comoputer Tape {s)
O Other (Specily)
Number

10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Microfilm Reel {s)

O Computer Tape(s)
O Other {Speciy)

Number

1. FILE I§ USED

o Daiy A Weekly o Monthly

12. FILE BECOMES INACTIVE AFTER

Numbet

O  Month(s) 0 Year(s)

13. CURRENT LOCATION(S) _(Bldg.,‘Fiool, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)

O Yes 0 No
15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
o Yes, O No O None D Stale O Federal O Independent

17. 1S AN INDEX SYSTEM USED? {If yes, explam briefly and
descube any hatdware/soltware)

g Yes O No

18, RECOMMENDED RETENTION

19. NAME AND JITLE OF PR

RER

20. TELEPHONE NUMBER

Screen annually. Destroy material having no further
fiscal, legal or operational value. Retain permanently
any material that serves to document the origin
development and accomplishments of the department
Transfer periodically to the MD Archives.

21. DATE

F|a¢ /o

DGS 550.4 (Revised 1193)




NSTRUGIIONS .- TYPE OR PIUNT A SEPARATE FORM T OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SQIEDULE (0GS $50-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

E38Y of Frede

DIVISION

3. UNHT z Z ’

]

DEFINITION - Records Serles - A group of related records neimally filed snd used o8 o unit for relerence oe

woll as retention and disposition purposes,

4. RECORD SERIES TITLE

W @Vwé/@//o‘

5. EARLIEST YEAR / LATETEST YEAR

1949 102502

8. RECORD SERIES DESCRIPTION { Briefly descube the lypes of information/documenis/iorms found in the Series. Include the putpose or funclion of the Senes)

C//[W Aﬂ% é-‘?’”’”‘@m"v %’W"‘”/ﬂv ) “7/9’ O—é/é/dc/ﬁ

7. RECORD SERIES FORMAT(S}

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawet(s)
o Leller Size o Microlilm O Aiphabetical O Microfilm Reel (s)
o Compuler Tape (s)
O legal Size o Computer 1ape O Numerical a Other (Specrly)
O Bound Book O Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer {S)
O Othet {Speciy) O Other (Specily) a Mictolitm Reel {s)
O Computer Tape(s)
O Other (Specify)
Number
1. FILE I§ USED 12. FILE BECOMES INACTIVE AFTER
o Daily | Weekly 0  Monlhly 0 Month(s) 0 Yeaus)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room}) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or oflice)
I O VYes a No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes, o No O None O Slale O Federal O Independent
] L Screen annually. Destroy material having no further  ———
| 17. 1S AN INDEX SYSTEM USED? (il yes, explain briefly and | 18. RECOMMENDED RETENTION fiscal, legal or operational value. Retain permanently
: describe any hardware/sollware) any material that serves to document the origin,
s Y development and accomplishments of the department
N Transfer periodically to the MD Archives.
o
20. TELEPHONE NUMBER 21. DATE

Q/Qhé/w'

DGS 550.4 {Nevised 1193)




INSTRUCIIONS .- TYPE O PRINT A SEPARATE FORM FOR EACH NEW
RLVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) ovis

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTQRY

7275 WATERLOO ROAD
P.0. BOX 276 . JESSUP, MARYLAND 20794

1.

Page of

coe:n Eimcm;* f"‘*; DIVISION . | 3/2:2‘440 Qnyém,m‘%

DEFINITION - Records Saties - A group of related records nermally led snd used a9 2 unit for reference se

well a0 retention and dispositon purposes,

RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

@Wﬁb@»ﬁ/ﬁd tiﬂ% 1999 108>

%ﬂ/-r»@, Mhedsay /@w c,/x«/@ 30270k

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocumentsfforms found in the Series. Include the purpose of funclion of the Senes)

O Other (Specdy)

a

Other (Specily)

7. RECORD SERIER FORMAI(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Orawer(s)
a Lelter Size a Microfilm O Alphabelical O Microfilm Reel (s)
O Computer Tape (s)
a Legal Size g Computer lape O Numerical O Othet (Specily)
O Bound Book O Floppy Disk o Chronological Number
G Audio Tape © Video Tape O Geographical 10. ANNUAL ACCUMULATION

O File Orawer (s)

0 Microlitm Ree! (s)

O Computer Tspe(s)

O Other (Specify)

3

)
NAME ANW P?%M 20. TELEPHONE NUMBER 2. oate

Number

11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER

o Daiy p Weekly o Monthly 0 Month{s) o Year(s)

Number
13. CURRENT LOCA!ION(S)'(BIdg,_.FIool, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
v o Yes ‘ o No

15. ACCESS RESTRICTIONS (i yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS

g Yes, o No O None 0 Slate O Federal O Independent

Screen annually. Destroy material having no further

development and accomplishments of the department

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and | 18. RECOMMENDED RETENTION  fiscal, legal or operational value. Retain permanently
describe any hardwaielsofiware) any material that serves to document the origin
g v ) o No Transfer periodically to the MD Archives.
€es
9.

NGS S50.4 (Nevised 1/93)




REVISED RECORD SERIES.
SCHEDULE (OGS $50-1)

{NSTRUGIIONS .- TYPE OH PIINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

Page ot

e ———

E58Y o Fredu

DIVISION

~— — =]

N

(/

DEFINITION - Rocords Sarles - A group of related records normally filed snd used ss s unit for reference ae

well as retention and disposition purpesss,

4

RECORD SERIES TITLE

/?)MM

5. EARLIEST YEAR / LATETEST YEAR

/4%1002/4@

8. RECORD SERIES DESCRIPTION { Briefly describe the types of Informatiorvdocumentsiorms found in the Series. Include Ihe puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S)

Vol

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Orawet(s)
O Lelter Size o Microfim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O legal Size o Compuler Tape O Numerical Q Other (Specily)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape 0 Video Tape O Geographicat 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other {Spectly) O Other (Specily) O Microfilm Reel {s)
O Computer Tape(s)
0 Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daty 0 Weekly o Monthly D Monthis) 0 Yeals)
Numbet
13. CURRENT LOGCATION(S) (Bidg.. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes, specily agency or office)
- a  Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s) 8 reguiation(s) 16. AUDIT REQUIREMENTS
O VYes, a No o None o Slale O Federal 0  Independenl
17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hatdware/sofiware) M ,‘2 )
1) - «
g Yes 0 No a"’"’ a/ y /
19. 20. TELEPHONE NUMBER

21. DATE 7)/&&/&,()

L 0GS 550.6 favsed 1193}




NSTRUGIIONS - TYPE OH PIINT A SEPARATE FORM FOR EACI NEW
RELVISED RECOND SERIES. FORWARD WITH RECORDS RETENNON
SCHEDULE (DGS 550-1}

RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Page of

——te———

Iéa‘k eimcmc“ f' l ';&wswn ~

Dbl D foema of

DEFINITION - Records Serlen - A group of related records nermally flad and uved as ¢ unit for reference o

well as retention snd dispesition purpeas,

4. RECORD SERIES TILE

Deon Rulraces

5. EARLIEST YEAR / LATETEST YEAR

/4777 1022270

8. RECORD SERIES DESCRIPTION ( Biiefly desctibe the lypes of tnformationvaocuments/lorms found in the Series. Include the purpose or funclion of the Senes)

7. RECORD SERIES FORMAT (6}

O Letlter Size O Microlilm
O Legd Size o Compuler Tape
O Hound Book a Floppy Disk

O Audio Tape 0 Video Tape

O Other (Specdy)

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical
0 Chronological
0 Geographical

O Other (Specily)

9. VOLUME
O File Drawer(s)
O Microfilm Reel (s)
O Computer Tape (s}
O Other (Specdy) _____
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microfilm Ree! {s)

O Compuler Tape(s)
O Other (Specify)

Numbet

1. FILE IS USED

o Daily 0 Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

Numbet

O  Monthis) O Yeal(s)

13. CURRENT LOCATION(S) {Bidg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes. specily agency or office)

O Yes o No
15, ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s) 16. AUDIT REQUIREMENTS
O Yes, D No O None O Slate 0 Federal D Independent

17. 1S AN INDEX SYSTEM USED7? (if yes, explain briefly and
describe any hatdwaie/soflware)

O Ves 0 No

18. RECOMMENDED RETENTION

Ay, Mons Recry

20. TELEPHONE NUMBER

21. DATE @/094/&1)

OGS 5504 [Revised 1193)




]

{NSTRUCTIONS - TYPE OR PINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED AECORD SERIES. FORWAND WITH RECORDS RETENVION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

£.0. 80X 275 - JESSUP, MARYLAND 20794 Page of
1. DERARLMENTIAGENCY ' - DIVISION 3. UNIT /W Qn./a-w
1 -/
iCs%y veders |
N Ol

T 7F
well ss retention and dlspesition purposes,

4. RECORD SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR
’ {
I/WW @ %ﬁ@ /é)@ 10

0. RECORD SERIES DESCRIPTION { Biiefly descnbe the lypes of informationvsocuments/iorms found in the Series. Inciude the puipose or funclion of the Seres)

DEFINITION - Records Serles - A gtoup of related 1ecords normally Nled snd used a9 3 unit for referance 99

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Letler Size a Microfim O Alphabetical O Mictolilm Reet (s}
O Computer Tape (S}
a legal Sze o Computer Tape O Numerical Qa Other (Specily)
O Bound Book a Floppy Disk O Cheonological Number
n g Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
0O File Drawer (s)
O Olher (Spect O Other (Specity) O Microfitm Reel (s)
(Speciy) ! o Compuler Yape(s)
Qa Other (Specily)
Numbet
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daiy 0 Weekly 0 Monthly Qo Monlh(s) 0O Yeas)
Number
1. ICURRENI LOCATION(S) ,‘Bldg..FIOOI, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or office)
I O Yes @ No
15. ACCESS RESTRICTIONS {if yes. cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
0 Yes, o No o None o Slale 0 Fedeial O Independent |

Screen annually. Destroy material having no furiher
T 15 AN INDEX SYSTEM USED? (s, xlan i and | 18. RECOMMENDED RETENTION ﬁ;ﬂ;;ffrﬂl":h°{’m“"“:" \alue. Retain permanently
at serves to document the origin,
describe any hardwarelsoliware) development and accomplishments of the degplartmem
) Transfer periodicaily to the MD Archives.
g Yes o No

) —_—]
19. NAME ANWF PM 20. TELEPHONE NUMBER 21, DATE

9 o/ o

DGS 550.4 {Revised 1193)




INSTRUCTIUNS -- TYPE OH PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FONWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

ﬂé.ﬂ 3G5w f veders

—

— ]

DIVISION

DEFINITION - Records Serles - A group of related records normally fled and used o9 s unit for reference o

well 80 retention and disposition purpores,

4. RECORD SERIES TITLE

10

§. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly descube the types of Informationvdocumenistorms found in the Series. Include the puipose of funclion of the Senes)

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE ‘ 9. VOLUME
O File Drawer(s)
a Lelter Size o Mictoflilm O Alphabetical O Microfiim Reel (s)
O Compuler Tape (s)
O legal Size g Computer Tape O Numerical Q Other (Specry)
O Bound Book o Floppy Disk O Chronolegical Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Speciy) O Other {Specily) O Microfilm Reel (s) l
0 Compuler Tape(s)
O Other (Specily) X
Numbet

1. FILE I§ USED

G Daily D Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

O Monlh(s) 0  Years)
Number

13. CURRENT LOCATION(S) {Bldg.. Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily ager\cy or office)

o Yes . B No

15. ACCESS RESTRICTIONS (Il yes, cite law(s) § regulalion(s)

O Yes, O No

16. AUDIT REQUIREMENTS

O None D Stale 0 Federal O (Independen

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
descrbe any hatdware/soliware)

a Yes O No

Screén annually. Destroy material having no further
18. RECOMMENDED RETENTION | fiscal, legal or operational value. Retain permanently
l] any material that serves to document the origin
development and accomplishments of the department
Transfer periodically to the MD Archives.

20. TELEPHONE NUMBER 1. VAIE

9 /24 /09

Il

UGS 55014 (fiavised 193]




SCHEDULE (OGS 550-1)

INSTRUGTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENIION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 275 - JESSUP, MARYLAND 20794 Page of

AGENCY RECORDS INVENTORY

e

Ciby of Freders .

e ——

DIVISION . MNIT

DEFINITION . Records Serles - A group of relsted records nermslly fied and used as 2 unit for reference as

well as retention and disposition purposes,

4. RECORD SERIES TIILE

§. EARLIEST YEAR | LATETEST YEAR

//?ﬁ?to o £5-0

8. RECORD SERIES DESCRIPYION { Briefly describe the lypes of information/documents/lorms found in the Series. Include the puipose or funclion of the Senes)

7. RECORD SERIES FORMAI(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
O File Diawer(s)
© Letter Size o Microlim O Alphabeticat O Microfiim Reel (s)
O Computer Tape (s}
O Legal Size o Computer Tape 0 Numerical a Otlhet (Specify)
O Bound Baok O Floppy Disk O Cheonological Number
idea 1 agé hical 10. ANNUAL ACCUMULATION
. r @ Audio Tape © Video Tave eogrephica . a File Orawer (s)
; O Microfilm Reel (s)
a Other (Specif
© Other (Speciy) (Specit] O Computer Tepe(s)
O Olher (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daty B Weekly O Monthly O  Monlh(s) o

Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floot, Room)

-
-

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency of office)

O Yes . @ No

15, ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s)

O Yes, o No

.

16. AUOIT REQUIREMENTS

O None o Slate O Federal O Independent

17. 1S AN INDEX SYSTEM USED? (i yes, explamn briefly and
descibe any hardware/sollware)

o Yes__ o No

Screen annually. Destroy materral having no turther
fiscal, legal or operational value. Retain permanently
* any material that serves to document the origin f

development and accomplishments of the department
+ Transfer periodically to the MD Archives.

18. RECOMMENDED RETENTION

).

20. TELEPHONE NUMBER 1. DATE”

7/20 /ro

0GS 550.4 {Revised 1193)




INSIRUCTIONS - TYPE OR PIlNG A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION

SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

727% WATERLOO ROAD
P.O. BOX 275 . JESSUP, MARYLAND 20794

|1053 emmcsmz‘v* f' I ‘

Page of

DIVISION

m )97‘7&”’""’ ‘ d‘/‘vz‘!ﬂé

DEFINITION - Records Sertes - A group of related records netmally fled snd used se & unit for reference as

well 2o retention and disposition puipeaas,

4, RECORD SERIES THLE

/4

/) ) (OG-’ ;A/&J) ’@W

5. EARLIEST YEAR / LATETEST YEAR

1999 108000

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocumenis/iorms found in the Series

. Include ¢

he puipose or function of the Senes)

7. RECORD SERIES FORMAT(S)

0. RECORD SERIES SEQUENCE 8. VOLUME
O File Drawer(s)
o Leller Size a Microlim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape © Numerical O Othet (Specily)
O Bound Book O Floppy Disk O Chionologicat Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Spectly) O Other {Specify) O Microfilm Reel (s)
0 Compuler Tape(s)
O Olher (Specify)
Number
11. FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
o Daily n Weekly 0 Monthly O  Monlh(s) a  Yeaqs)
Number
13. CURRENT LOCATION(S) (Bldg., Floar, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
- O Yes 0 Mo
15. ACCESS RESTRICTIONS {If yes, cile law(s) 8 regulation(s) 16. AUDIT REQUIREMENTS
O Yes, 0O No O None O State O Federal O Independent
17. IS AN INDEX SYSTEM USED? (if yes, explain biiefly and 18. RECOMMENDED RETENTION
descibe any hardware/sollware) . ) /"-_% P A/ 2, /gk7ﬂ(/n/
27/”/"4/‘;:! pgalige e ' ey
o . '
o Yes No ? Mernenatia , Zher
18. NAME AN OF P, 20. TELEPHONE NUMBER

21. DATE

/o%/m

0GS $50.4 {Revsen ¥93)




INSTRUGTIONS - TYPE O PRINT A SEPARATE FORM T OR EACH NEW
REVISED RECOND SEMIES. FORWARD WITH RECORDS RETENIION
SCHEDULE (OGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7375 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

F1. D'R‘zimsuc.v’ f' l ;

DIVISION

AGENCY RECORDS INVENTORY

Page of

UNH %&m WC{

DEFINITION - Records Sertes - A group of related records notmally fled and used a9 s unit for reference as

well 30 retention and dispesition purposse,

4. RECORD SERIES TITLE

Mﬁwl Jm /Qé%w, D

5. EARLIEST YEAR / LATETEST YEAR

/497 v0.Zpro

8. RECORD SERIES ODESCRIPTION ( Briefly describe the lypes of informationvaocuments/forms found in the Series

. Include the puipose of tunclion of the Seres)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
Gmet(s)
elter Size o Microfilm O Alphabetical O Microliim Ree! (s)
O Comouter Tape (st
O Llegal Size 0 Computer Tape © Numerical O Othet {Specily)
O Bound Book Q Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
© Other (Spectly) O Other (Specify) O Microlilm Reel (s)
O Computer Tspe(s)
Q Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Dafy 0 Weekly o Monthly a  Month{s) o  Yeads)
Q Number
13.. CURRENT LOCAI!ON(SUBIdg.,.FIool, Room) 14. 1S RECORD SERIES ODUPLICATED ELSEWHERE? (If yes. specily agency or ollice)
. @ Yes o No
15. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s} 16. AUDIT REQUIREMENTS
a  Yes, 0 No O None D Slate O Federal O independent
17. 1S AN INDEX SYSTEM USED? (if yes, explain brielly and 18. RECOMMENDED RETENTION
descibe any hatdwate/sofiware) /&Z’ 3 %
3 ) plbsrnay.
O Yes o No
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19. NAME AWF %M 20. TELEPHONE NUMBER 21. DATE
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INSTRUCTIONS - TYPE QR PINNT A SEPARATE FORM FOR EACH NEW

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
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DEFINITION - Records Serles - A group of related records notmally flled and used s3 o unit for refetonce a9

well 30 retention and dispesition purposaes,

4. RECORD S.ERIES‘H‘ILE 8. EARLIEST YEAR / LATETEST YEAR
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8. RECORD SERIES DESCRIPTION ( Briefly describe the Iypes of informationvdocuments/lormsg found in the Series. Include the puipose or function of the Seres)
Do (v ik
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
Q File Orawer(s)
a Lellet Size o Mictolim O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Llegal Size o Computer Tape o Numerical Q Other (Specily)
O Bowund Book o Floppy Disk O Chronological Number
a Audio Tape O Video Tape O Geographica! 10. ANNUAL ACCUMULATION
. a File Orawer (s)
O Other {Specty) O Other (Specily) D Microfilm Reel {s)
a Compuler Tape(s)
0 Olher {Specify)
Number
11, FILE 1§ USED 12. FILE BECOMES INACTIVE AFTER
a Daily | Weekly o Monthly O Monih(s) 0 Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg., Floo!, Room)- 14, IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes, specily agency ot office)
- O Yes 0 No
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes, 0O No O None 0 Slate O Fedeial O Independen!

17. IS AN INDEX SYSTEM USED? (If yes, explan brieflly and 18. RECOMMENOED RETENTION
describe any hatdware/soltware)

o Yes__ 5 No %JMWA@&J s /MWWA

19. NAME Wor @M 20. YELEPHONE NUMBER ' 21. DATE , / , “
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